. - T
APPLICATION FOR neconog g IZI'EN;;I?g S{HEDULE g [Dg,f:;gﬁ,g;;gﬁ SECRETARY OF STATE _ |

RECORDS MANAGEMENT DIVISION
INSTRUCTIONS: See Publication No. 76—RM-1 for instructions on completing this form. Forward signed original to
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta Georgia, 30334,
Attention: Scheduling Section. _ ) ) i

FOR AGENCY USE 1. Agency Address o FOR! RECORDS MANAGEMENT USE
Application Date Georgla Department of Educatlon . ‘| Application Number
BEfics A pinistTabig Services . 85-8-A
Application Number Grants Hanagement SeCtlon ' . Date Received Date Completed
205 Butler Street, 1570 Twin Towers East 8 1987
. Atlanta, Ceotgia 30334 . JUN 21985 | _ﬁﬂ -
2. Persan to Contact Working Title ~ Telephone Number
Donald L. Moore Senior Grants Administrator 656-2441 '

3. Action Requested
a. [ Establish Retention Schedule; record will continue to accumulate.
b. [J Dispose of present accumulatjon; no further accumulation anticipated.

C. Kl Amend Application No. _-__.85-8 Check One: B Change; O Supercede; O Void
4. Dates of Series 5. Records Series Title (followed by title used in office; if different)
Earliest Latest
7/82 I Present Annual State Audits
6. Division and Office Function What is the function of the Division and the Office in which this record series is created?

The Grants Management Section was authorized in March 1981 as a Section within the
Fiscal Services Division to perform the function of resclving fiscal aspects of audits,
including the reclaim of funds (state or federal) related to audit exceptions.

~

7. Record Series Description This file oontalns the followmg documents {include form numbers and titles, if any):

Documents relatifeResolving audit questions, including reclaiming funds related to audit excep
tions cited in The annual state audit as published by the Georgla Department of Audits

and Accounts for 187 School Systems, 16 Cooperative Educational Services Agencies (CESA's),
46 ofAmore county and regional libraries, and independent vocational technical schools.
Included are: (a) audit, (b) copies of the auditor's workpapers to support questioned cost(s),
{c) correspondence to departmental program managers, local School Systems, CESA directors,
libraries, and vocational technical schools, and (d) copies of correspondence to the
Accounting Services Section to deposit any refund(s), including copy of check(s).

File |sarranged Alphabetically by School System name, counties first, followed by city systems
CESAs, counties for libraries, and 1ndependent vocational schools.

8. Monthly Reference Rate How often are records referred to which are:
One to six monthsold __ 25 Seven to twelve months old ___10__ : Thirteen to twenty-four months oldio_experience
twenty-five months and older NO_eXperjence

9. Annual Rate of Accumulation of Records o |
Léf‘t_'e_rl'-siie Grawers Legal-size drawers * .2 ... ;\'Shelves ——_; Other {specify)

AR-50—71; Fev.76 ] . : - {over)




a. 15 TNiS the OTTiclal copy oF the SsCviess

X If not, where isit? State Audit Department or recipient agency

b. Does the series contain confidential information requiring security handfing? If yes, cite law or regulation.

X

X c. Is this a vital record?

X d. Does this series have historicat or long term research value?

e. When one or two documents in the file make it necessary to keep the entire file for a Itmg penod could these
X documents be scheduled separately?

X f._Is the information contained in this series ever published? i yes, attach copy,

g. s the information contained in this series ever analyzed and/or recorded in a summarized report?

X If yes, attach copy,

h. s “there a duplication of this series in our office, or in another office or agency? ’
P blished aud:’.’t in Financial Review Seggtlon' only complete file in my

X if ves, where? Pu
X i, s this series for a major jon of it) requl i il ? Sectioy
X j.Does the record serjes result in a computer printout?
11. Retention Requirements The following requires the series to be kept:
a. State Law 3 vears. d. Audit period _years.
b. Statute of limitation 0 years. e. Administrative need ' 2 vyears.
c. Federal law years, {. Federal retention instructions 3Jor5s years.

Attach copy or excert of laws or regulations. Explain administrative need. 34 CFR Parts 74.62 and 75.734-
depending on federal program, record retention can eithef be three or five years. Since

audit report is bound, the report cammot be separated, Publication of the audit for
a piven fiscal year canbezxtended int¢ two ‘subsequéent state fiscal years. Also, dudit
files need to be referred to, or held until audit closure which explains two years

| administrative need
12. Approwed Disposition Instructions This agency recommends that the file series be cut off at the end of each:

[ Calendar Year, ¥1 Fiscal Year; [ Other then,
(X Hold in the current filesarea ________month(s) 2 year(s); then
[0 Transfer to local helding area;hold_— vyear(s); then
X Transfer to State Records Center; hold 4  year(s): then
X Destroy. NOTE: These files must be retained until final resolution of all legal clalms or
O Transfer to State Archives for permanent retention. audit questions.¥

0 Other (Specify)

*Recipient audit files may need to be reviewed prior to destruction since the file may
not be destroyed if there is on-going litigation, or activity geing on beyond the
end of the state fiscal year. :

These instructions apply to all prior and future accumuiatioﬁs of the series.

| Agency Head/Designee (Signature) Date Records Management Officer  {Signature) Date
. d -' ' I~ i 8 1
ALY oo Dopre | it Dok Slsfei
- _ State Records Committee (Signature) Date
Recommendations in para-
graph 12 are approved. State Auditor/Designee / m{ 2457
{If disapproved, attach letter 1
of explanation. ) Secretary of State/Designee : 2/ 2—/ ¢7
Attorney General/Designee ‘/j/g ?"
g

AR—50—71; RAev, 76 (ReueTss Sids)




RECORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Publication No. 76—RM=1 for instructions on compieting this form. Forward signed original to
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atianta, Georgia, 30334,
Attention: Scheduling Section.

FOR AGENCY USE 1. Agency Address ¢ B4 . FOR RECORDS MANAGEMENT USE
icati Georgia Department o ucation S
Application Dete Office of Administrative Services ppiication Number
81v1%10ﬁa0f Flsc§155e§v1ces : 8 5- 8
— nts Managemen ction -
Application Number 363 ButleraEtreet, 1576 win Towers East | Dste Received Dats Completed
Atlanta, Georgia 30334 ) DEC 06 1984 | WAR ‘{'91985
2. Person to Contact ' Worldng Title Telephone Number
Donald L. Moore Senior Grants Administrator 6562441

3. Action Requested

a. [ Establish Retention Schedule; reoord will continue to accumulate.
b. [ Dispose of present accumulation; no further accumulation anticipated.

Check One: 7] Change; [J Supercede; O3 Void

¢ O Amend AcplicstionNo,
4. Dates of Series (ﬁrﬁm ) 5. Records Series Title (followed by title used in office; if different]

Earliest Lates
- FY, .
7/82 18 Annual State Audits
6. Division and Office Functmn What is the function of the Division and the Office in which this record series is created?

The Grants Management Section was authorized in March 1981 as a Section within the
Fiscal Services Division to perform the function of resolving fiscal aspects of audits,
including the reclaim of funds (state and federal) related to audit exceptioms. -

-

7. Fleeord Series Desc.nptlon This file contains the following documents {include form numbers and t.-rfes ifany):

Attach samples of the file.

Documents relating to: The annual state audit as published by the Georgla Department of Audlts
and Accounts for 187 School Systems and 16 Cooperatlve Educational Services Agencies
(CESAs). .
included are: (a) audit, (b) copies of the auditor s workpapers to support questioned cost(s),
(¢) correspondence to departmental program managers, local School Systems or CESA directors
and (d) copies of correspondence to the Accounting Services Section to deposit any

refund(s), including copy of check(s).

File is arranged: Alphabetically by School System name, counties first, followed by city systems,

and CESAs.
8. Monthly Reference Rate - How often are records referred to which are: ) -
One to six months o!d _ 100 _: Seven to twelve monthsold 50 ; Thirteen to twenty-four months old 1IC_experience

twenty-five months and older no_experiknce

9. Armual Rate of Accumulation of Records

Letter-size drawers -— Legal-size drawers _Z..._.._. ;Shelves _______; Other (specify)

AR—50—71; Rev.76 ' (Over)

e




I

If not, where is it?
b. Does the series contain confidential information requiring security handling? tf yes, cite law or regulation.

X
X | «c. Is this a vital record?
X t d. Does this series have historical or long term research value?
e. When one or two documents in the file make it necessarv to keep the entire file for a- ilong period, could these
X documents be scheduled separately? {
X - | £ Isthe information contained in this series ever published? If ves, attach copy,

) g. Is the information contained in this series ever analyzed and/or recorded in a summmarized report?
| X | 2 If ves, attach copy,
h. Is there a duplication of this series in your office, or in andther office oF agency?

X If yes, where?

X1 i (sthis WMM&M@L

X | i Does the record series resuft in a computer printout?

11. Retention Requirements The following requires the series to be kept:
a. State Law : Q years, d. Audit period B 1 years.,
b. Statute of limitation 0 years. e. Administrative need 3 years.
¢. Federal law 3 years. f. Federal retention instructions 0 years.
' &5 T £5 71

Attach copy or excert of laws or regulations. Explain administrative need.
34 CFR Part 74.62 Non-Federal audits - State and local govermnments and Indian tribal
. governments.

12. Approved Disposition Instructions This agency recommends that the file series be cut off at the end of each:
. O Calendar Year;*® Fiscal Year; J Other then,

O Hold in the current filesarea ____ monthis) —_2 _ _ vear(s): then
O Transfer to local holding area;hold ______ _ year(s); then

3 Transfer to State Records Center hold 2 _vear(s); then

(X Destroy.

O Transfer to State Archives for permanent retention.

B Other (Specify)

* Fiscal Year 83 audits were-not released to Dept. until 7 or 8 months had passed in FY 84.
Files were cut off off at end of FY 83 but all 203 audits were not received until August
84, which is 1 month into FY 85. 1In order to cover 3 year Federal audit period, files

wre placed in inactive file after all wére received; then held in CFA 2 years; then
transfered SRC for 2 years; then destroy.

Per Donald Moore - phone conversation - 1/4/85.

These instructions apply to all prior and future accumulations of the series.

| Agency Head/Designee (Signature) - Date , | Records Management Officer (Signature) Date
/ . . /f,
A % /:7?/5j bl AZ—M N ZB"/EH
/77 u 4 7 7

State Records Committee (Signature)

y . Date
Recommendations in para- i |
graph 12 are approved. State Auditor/Designee W 2//54 /?{

{If disapproved, attach letter
of explanation.) Secretary of State/Designee /Qllh)a/vv{ [W "/’ ‘/ 55~
Attorney General/Designee P 3 &
AR—50-71; Rev.76 R Tde 7 '

P . - R —_— U — N VSO



